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STATE OF HAWAI |

M ni mum Qual i fication Specifications
for the d ass:

ASSI STANT MANAGI NG ADULT CORRECTI ONS OFFI CER
(ASSI STANT MANAG NG ACO)

Basi ¢ Educati on/ Experi ence Requirenents:

Graduation with a baccal aureate degree from an accredited
university or college with either a major, or a sufficient
nunber of credit hours in appropriate subjects which would
satisfy academ c requirenents for a major in sociology,
psychol ogy, crim nol ogy, penology or other rel ated behavi oral
science. Excess specialized work experience as descri bed bel ow
in the experience section or any ot her progressively responsible
manageri al or professional work experience which provided
know edge, skills and abilities conparable to those acquired in
four years of successful study while conpleting a college
curriculumin one of the previously cited majors nay be
substituted for education on a year-for-year basis. To be
accept abl e, the experience nust have been of such scope, |evel
and quality as to assure the possession of conparabl e know edge,
skills and abilities.

The education or substitutable specialized experience
background in sociol ogy, crimnology, penology, psychol ogy or
ot her rel ated behavi oral science nust have included but is not
limted to a knowl edge of the general principles pertaining to
society and crimnal justice, basic human behavi or and
corrections adm ni stration.

In addition, for all of the different areas described
above, the education or experience background nust al so include
denonstrated ability to wite reports, read and interpret
conplex witten material, speak effectively and persuasively,
interact with others to establish effective working
relati onshi ps, and sol ve conpl ex problens |ogically and
systematically.

Experi ence Requirenents:

Except for the substitutions provided for elsewhere in this
specification, applicants nust have had progressively
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responsi bl e experience of the kind and quality described, and in
t he amounts shown in the foll ow ng paragraphs.

Ceneral Experience: Two (2) years of responsible technical
corrections experience which required the application of
know edge of the behavioral and social sciences as they relate
to redirecting, rehabilitating or maintaining and assisting
persons in a correctional institutional program

Speci al i zed Experience: Two (2) years of responsible
supervi sory technical corrections work in a correctiona
facility or programinvolving the direction, control and
coordi nation of a major conponent of facility or program
operation including planning and integration with other
conponents, and overall managenent. Such work experience nust
indicate the applicant’s exposure to adm nistrative processes
associated wth operations managenent in planning, organization,
staffing, coordination, evaluation, reporting and budgeting
consistent wwth the work of the class. Moreover, such
experience nust have denonstrated the applicant’s know edge of
t he phil osophy, principles, concepts and practices relating to
crimnal justice and corrections adm ni stration.

Adm nistrative Aptitude: Admnistrative aptitude is the
denonstration of aptitude or potential for the performance of
adm ni strative duties through successful conpletion of regular
or special assignnents which involved admnistrative activities
(e.g., in planning, organizing, pronoting and directing a
program provi ding staff advice and assistance); interest in
managenent denonstrated by the perfornmance of work assignnents
in a manner which clearly indicates an awareness of manageri al
problens and the ability to solve them conpletion of
educational or training courses in the areas of managenent
acconpani ed by the application of principles which were | earned
to work assignnents; managenent’s observation and eval uati on of
the applicant’s | eadership and nmanageri al capabilities; or
success in trial assignnents to managerial and/or adm nistrative
t asks.

Substitutions All owed:

1. Possession of a master’s degree or successful
conpletion of 30 graduate senester credits from an
accredited university wth specialization in



PART | | Page 3
ASSI STANT MANAG NG ADULT CORRECTI ONS COFFI CER 17.740

soci ol ogy, psychol ogy, crim nol ogy, penol ogy or other
rel ated behavioral science may be substituted for the
basi ¢ educati on/ experience requi renents and two years
of General Experience.

2. Successful conpletion of all requirenents for the
Ph.D. degree froman accredited university with
specialization in one of the fields described in (1)
above may be substituted for the Basic
Educati on/ Experi ence Requirenments and two years of the
General Experience Requirenents and one year of the
Speci al i zed Experi ence.

Substitution of Specialized Experience for Ceneral
Experience: Excess specialized Experience of the type and
qual ity described above may be substituted for GCeneral
Experi ence on a year-for-year basis.

Any conbi nati on of work experience and/ or educati on,
al t hough not cited in the preceding sections, which clearly
denonstrate the applicant’s possession of know edge, skills and
abilities conparable in quality and quantity to that descri bed
in this specification, may be accepted as satisfying a portion
or all of the m nimumqualification requirenents.

Qual ity of Experience:

Possession of the required nunber of years of experience
will not initself be accepted as proof of qualification for a
position. The applicant's overall experience nust have been of
such scope and |l evel of responsibility as to concl usively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.

Sel ective Certification:

Speci al i zed know edge, skills and abilities nmay be required
to performthe duties of sone positions. For such positions,
Sel ective Certification Requirenents nmay be established and
certification may be restricted to eligibles who possess the
pertinent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nmust show the
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connection between the kind of training and/ or experience on
whi ch they wish to base selective certification and the duties
of the position to be filled.

Test s:

Applicants may be required to qualify on an appropriate
exam nation

Physi cal and Medi cal Requirenents:

Appl i cants must be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or
w thout a hearing aid, or the ability to conpensate
satisfactorily. Disabilities will not automatically result in
disqualification. Those applicants who denonstrate that they
are capable of perform ng the essential functions of the
position with or wi thout reasonable acconmmodation will not be
di squalified under this section.

Any condition which would cause applicants to be a hazard
to thenselves or others is cause for disqualification

Any disqualification under this section will be nade only
after a review of all pertinent information including the
results of the nmedical exam nation, and requires the approval of
the Director of Human Resources Devel opnent.

Ment al / Enoti onal Requi renents:

Al l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.

Desirable Qualifications:

Denonstrated conpetency in:

Communi cating effectively wwth individuals with diverse
backgrounds, orally and in witing. Manage and resolve
conflicts, confrontations, and di sagreenents.
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Negotiation that result in a nutually acceptable
sol ution(s).

Devel opi ng teamaork to achieve inprovenents to operational
goal s.

Encouragi ng and facilitating obtaining cooperation,
instilling pride, and fostering trust and group identity in
order to work as an effective group.

Leadership and notivating staff.

Leadershi p or managi ng operations to neet expected
performance | evels on tine.

Consi stent and effective use of the State s performance
managenent system by setting performance standards;

apprai sing staff acconplishnments using the devel oped
standards; and taking action to reward, counsel, coach, or
renove enpl oyees as appropri ate.

Under st andi ng and i npl enenting the collective bargaining
agreenents effectively.

Self-starter in recognizing problens and resol ving issues.

This is the first mninmumqualification specification for
t he new cl ass ASSI STANT MANAG NG ADULT CORRECTI ONS OFFI CER
(ASSI STANT MANAG NG ACO) .
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DAVI S K YOd
Director of Human Resources Devel opnent



